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Redesignations 

1. 	 From the FECFile main menu, select View from the menu bar, and select 
Disbursements from the drop down menu. 
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2. 	 The Disbursements dialog box appears. Select the appropriate 
transaction, right click on it, and select the Redesignate/Reattribute option, 
dragging across to select redesignate. 

3. 	 A dialog box appears. Select the name, date, amount, election and year 
of the election, of the redesignation and select OK. The main Summary 
page will reflect the change. 
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Credit Card Payments 

1. 	 From the FECFile main menu, double click on Line 21 (b) of the Summary 
page. 
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2. 	 The Federal Operating Expenditure dialog box appears. Enter the name 
of the credit card company. 

3. 	 If the vendor has already been entered into the system, then select that 
name by clicking on it in the database section below the name field. 

4. 	 If the vendor has not been previously entered into the system, press the 
Tab key, to launch the Individual/Organization Information dialog box. 

5. 	 The Individual/Organization Information dialog box appears. Enter in the 
address and company information, and select OK. 

6. 	 FECFile returns to the initial dialog box, enter in the date, amount, and 
description and click OK. 
NOTE: If this is an H4 disbursement, enter the appropriate event and click 
“Calc”. 

7. Select View from the menu bar and click on Disbursements. 
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8. 	 As the Disbursement screen is shown, right click on the appropriate 
disbursement. As the drop down menu appears, click on Transaction 
Split. 

9. 	 The Transaction split dialog box appears. Click on Add new, and enter in 
the vendor information. Repeat the addition of transaction splits as 
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appropriate. 

10. Click on close. 
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Partnership Contributions 

1. From the FECFile Summary page, double click on line 11(a). 
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2. 	 The Individual contribution dialog box appears. Enter the partnership’s 
name in the text field. 

3. 	 If the partnership has already been entered into the system, then select 
that name by clicking on it in the database section below the name field. 

4. 	 If the partnership has not been previously entered into the system, press 
the Tab key, to launch the Individual/Organization Information dialog box. 
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5. 	 The Individual/Organization Information dialog box appears. In the type 
field, select Business, Financial Inst., Partnership, Indian Tribes, Other 
non-federal entities. Type in the partner’s name, address, city, state and 
zip and click on OK. 

FECFile 
Unauthorized Manual 

170- E 



6. 	 The Individual contribution dialog box appears. Enter in the date, amount 
and enter “Partnership” in the text area for the description. Click on OK. 

7. 	 Select View from the menu bar, and select Receipts. The Receipts 
window appears. 
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8. 	 Right click on the appropriate transaction, and select Transaction splits. 
The Transaction splits window appears. Click on Add new, and enter the 
individual information. Repeat entering additional information as required. 

9. Click on close. 
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Debt Retirement 

1. From the FECFile Summary page, double click on line 23. 
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2. 	 The Contribution to Federal Candidate/Political Committee dialog box 
appears. Enter the name of the committee. 

3. 	 If the committee has already been entered into the system, then select 
that name by clicking on it in the database section below the name field. 

4. 	 If the committee has not been previously entered into the system, press 
the Tab key, to launch the Individual/Organization Information dialog box. 

5. 	 The Individual/Organization Information dialog box appears. In the Type 
field, select Campaign Committee, and select the Lookup button. 
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6. 	 The FEC ID dialog box appears. Select the Candidate Committee, and 
select Copy All. As the ID dialog box appears, select OK. 

7. The Individual/Organization Information dialog box appears, select OK. 

8. 	 The Contribution to Federal Candidate/Political Committee dialog box 
appears, enter the date and amount, and in the description field, enter in 
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“Debt Retirement”, year and election. (The year must be entered in the 
description field to be seen in the print function.) 

9. Click on OK. 

FECFile 
Unauthorized Manual 

176- E 



Statement of Organization 

1. 	 From the FECFile main menu, select View from the menu bar, and select 
Reports. 
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2. 	 The reports screen appears. Select edit from the menu bar, and select 
new. The select report type dialog box appears. 

3. 	 Select Form 1 (Statement of Organization), and click on OK. The 
Statement of Organization dialog box appears. Select the type of 
committee, (entering a 3 letter party code, when applicable), select the 
box for the Committee name changed, or Address has changed, when 
applicable. Enter in the URL, email, and date. 
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4. 	 To change/or add affiliated committee information, connected 
organization, designated agent or depository, click on the Agents button. 

5. 	 Choose affiliated, designated or bank, (affiliated applies to both affiliated 
committees and connected organizations).  Enter the name, (if the name 
isn’t already on the Individuals/Organizations list or Political Committee 
list, you must add it as a new individual, organization or party). 

6. Add the phone number and the title/relationship and select OK. 

7. Select OK at the Affiliations, Agents and Banks dialog box. 

8. 	 To change the Treasurer, select the appropriate line and click on Edit in 
the Affiliations, Agents and Banks dialog box. 

9. 	 Enter the name, (if the name is not already documented in the 
Individuals/Organizations list or the Political Committee list). 

10. Add the phone number, title/relationship, and click OK. 
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Form 1M Notification of Multicandidate Status 

1. 	 Select View, Reports on the menu bar from the FECFile main menu. 
Select Edit from the menu bar, and click on New. 
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2. 	 The Report dialog box appears. Select Form 1M, (Notification of 
Multicandidate Status), and click on OK. 

3. 	 The Notification of Multicandidate Status dialog box appears. Select the 
type of Committee, and select Status by Affiliation or Status by 
Qualification. 
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4. 	 When selecting Status by Affiliation, indicate the affiliated committee using 
the Edit button. 

5. 	 When selecting Status by Qualification, indicate the candidates to which 
the committee has contributed using the Edit button, (being certain to 
create a record for the contributions using the Tab key), along with 
entering the date, and then adding data to the remaining fields. The 
Treasurer field should be populated by entering in the Treasurer’s last 
name and pressing the Tab key. 

6. 	 Once the date fields have been populated, press OK, and press OK in the 
second dialog box, and closing and uploading the report. 
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Miscellaneous Electronic Submission

( a separate document, not attached to a specific report)


1. 	 Select View, Reports on the menu bar from the FECFile main menu. 
Select Edit from the menu bar, and click on New. 
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2. The select report types dialog box appears. Select the Miscellaneous 
Electronic Submission option, and click on OK. 

3. 	 The Miscellaneous Electronic Submission dialog box appears. Enter text 
into the large text field, and then select the Signed by field. 
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4. 	 The Signed by field should be populated by selecting the treasurer’s last 
name, or by selecting the field and pressing the Tab key. 

5. Close and upload the report as all reports. 
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Memo Text

(information about a specific transaction within a report)


1. 	 Select View, Summary Page on the menu bar from the FECFile main 
menu. 
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2. Right click on the transaction to which the memo text will be attached. 

3. Select memo text and left click. 

4. Enter in the memo text and select OK. 
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Text Record

(a cover letter attached to a specific report at the end)


1. Click on View and Reports from the FECFile drop down menu. 

2. Right click on the appropriate report. 

3. Highlight the Memo text option, and left click. 

4. Enter the memo in the Memo Text field and click on OK. 
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Closing a Report 

1. 	 Select View, Reports on the menu bar from the FECFile main menu. 
Right click on the appropriate report. 
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2. 	 The Close report dialog box appears. Enter in the date closed, (to be 
outside the coverage date) and click on OK. The Filing ID is only required 
when amending the report. 
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